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1. Purpose. This regul ation provides procedures and policies for

managenent and control of costs associated with officia

tenmporary duty

(TDY) travel of the U S. Arny Materiel Conmand's (AMC) nilitary and
civilian personnel within the Continental United States (CONUS) and

Qut side the Continental United States (OCONUS)

2. Scope. Policies and controls prescribed herein apply to all AMC

mlitary and civilian enpl oyees.

3. Qoj ective. This docunment establishes nanagenent policy and
procedures for control of TDY travel costs. It does not contain al
appl i cabl e gui dance relative to TDY travel and should not be considered a
substitute for the Joint Travel Regulations (JTR) Volunes 1 and 2; or

other travel related regul atory gui dance.

4, Policies. a. TDY travel will be authorized only when the

assigned m ssion cannot be acconplished in any other nanner.
travel will be limted to that travel which is essentia

orderly conduct of Governnent business.

*Thi s regul ati on supersedes AMC-R 600-2, 31 May 1985,

changes.

TDY

to the

i ncluding all
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b. Sel ection of personnel for TDY travel assignments will
be based upon the qualifications of the individual to best performthe
service required without regard to sex, race, religion, age, nationa
origin, or handicap. Trips involving nore than one individual to the
sanme place for the sane purpose will be approved only after it is clearly
denonstrated that no other alternative or neans is available to
acconpl i sh the objectives of the TDY travel

c. Planning and scheduling of TDY travel will be done as far in
advance as possible to all ow adequate preparation, nmission consolidation,
and utilization of discount airfares.

d. Al requests for TDY travel will be reviewed by the trave
approving official to ensure that the--

(1) Travel is officially justified and nmeets m ssion
requi renents consistent with good nanagenent.

(2) Purpose of nission cannot be satisfactorily acconplished
nmore econoni cally by using correspondence, tel ephone, tel econference,
electronic mail, or other appropriate neans.

(3) Nunber of persons on an assignment is held to a mni num
consistent with the purpose of the nission

(4) Duration of assignnent is no |longer than justified by the
requi renents of the m ssion

(5) Funds are sufficient to cover the projected cost of the TDY
travel.

e. Mdes of transportation will be schedul ed and used in a manner
that is nost economi cal and advantageous to the Governnent.

(1) Discount fares, contract air fares, and carrier
pronotional fares will be used whenever possible. Al comrercial air
travel will be coach/econony class unless exceptional circunstances
dictate otherwi se. Such circunstances primarily involve considerations
of security, and/or when travel nust be perforned at a specific tinme, and
there are no ot her seating accomvpdati ons avail abl e.

(2) Public transportation will be used to reduce ground
transportation costs. Available courtesy transportation service
furni shed by hotels/notels will be used to the maxi mum extent practicable
as a first source of transportation between the place of |odging and the
conmon carrier term nal
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(3) Rental car authorization will be limted to those instances
in which it is clearly indicated that this formof transportation is |ess
costly, that no Governnent transportation or other conmercial
transportation is available, and that the m ssion cannot be acconplished
wi t hout the use of a rental car.

(4) If arental car is authorized, the nost econonical size
rental car neeting mission requirements will be requested from compani es
hol di ng agreenments with the Mlitary Traffic Managenent Command ( MIMO)
or the | owest cost commercial agency.

(5) Small groups (two to four persons) fromthe sane | ocation
going to the same destination for the same period of TDY will be linmted
to one rental car unless specifically authorized by the travel approving
of ficial

(6) The Secretary of the Arny retains the authority to approve
the use of first-class travel. Al requests for exception to policy for
the use of first-class travel nmust be fully justified under the
appropriate provision of the Joint Travel Regulation/Joint Federal Trave
Regul ation (JTR/ JFTR).

(7) Wen deviation fromthe nornmal route to the TDY destination

is requested for the traveler's conveni ence, any extra expense will be
borne by the individual traveler and any excess travel tinme will be
charged to an appropriate type of |leave. Reinbursenent will be based on

charges whi ch woul d have been incurred by an usually travel ed route.

f. Al rights to tangible gifts, prizes, or incentives with
tangi bl e value acquired incident to official travel accrue to the
Governnent and not to the individual perfornming the travel. |[|f payment
of conpensation is made by an airline due to failure to provide confirmed
reserved space (overbooking), the check will be nmade payable to or
endorsed to the Treasurer of the United States and renmitted to the
appropriate finance office. Governnent travelers shall not voluntarily
relinquish a seat if doing so has a detrinmental effect on the m ssion
The only instance in which paynment may be retained by the traveler is if
the traveler voluntarily relinquishes the seat. Per di em nust be
adj usted accordingly and the traveler charged leave if this action del ays
travel during duty hours.

g. Frequent flyer travel mleage and rel ated pronotional m | eage
credits may be accrued for official travel by Departnent of Defense (DOD)
personnel who desire to participate in frequent flyer programs on a
voluntary basis. Under no circunstances nmay credits earned during
official travel be used for personal travel. Credits earned during
official travel are a result of governnent expenditures; therefore, the
first consideration should be given to redeenming credits to defray
of ficial travel costs.
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h. Wien perfornming TDY at or near a military installation
Governnent quarters and ot her Government-furnished facilities will be
utilized.

i. Travel expense reinbursenent in a high cost area will be
limted to actual and necessary expenses (wthin established maxi nuns)
incurred in the conduct of official business. Wile in a TDY trave
status, enployees will exercise the sane care in incurring expenses that
a prudent person would exercise if traveling on personal business.
Actual expense all owances in high cost areas are ceilings, not targets,
and travelers will not deliberately attenpt to spend the nmaxi mum anount.

j. Upon conpletion of TDY, the traveler will prepare a Trave
Voucher (DD Form 1351-2). The traveler's supervisor (or designated
representative) will review the conpl eted voucher and supporting
docunentation prior to submi ssion to the appropriate Defense Accounting
Ofice (DAO for processing. Upon conpletion of the review, the reviewer
will place the notation "Reviewed (date)" and sign over his or her typed
or printed nanme in the upper right hand corner of the DD form 1351-2.

The reviewer will not sign the DD Form 1351-2 in block 22. If travel is
to a high cost area, the traveler will also prepare an AMC Form 2888- R- E,
Actual Expense All owance Request Form (see appendix C), and fax to
Headquarters, Arny Materiel Conmmand, ATTN. AMCPE-P, for approval before
subnmitting with DD Form 1351-2 to the appropriate DAO for processing.

k. In cases where a traveler perforned a mssion for someone other
than his i medi ate supervisor, the revieww |l be performed by the
of ficial having firsthand know edge of the purpose and conditions of
travel .

l. A DD Form 1351-2 signed by the traveler indicates that the
claimis factual, conplete, and accurate. C aimng nore expenses than
actual ly incurred and expenses which were not authorized may, depending
on the particular facts in the case, constitute fraud. Suspected
fraudul ent clains will be brought to the attention of the appropriate
supervi sory chain and are subject to referral to the Crinina
I nvestigati ve Conmand or Federal Bureau of |nvestigation. Know ngly
presenting a false, fictitious, or fraudul ent clai mmakes the traveler
subject to a fine, disciplinary action, or renoval fromfederal service.

m  CONFERENCE TRAVEL. Travel to conferences, and nonessential but
job-related training, can and does produce benefits, but their return is
frequently marginal. Travel that is only margi nal should be deferred or
cancel ed, and other alternate nmeans utilized. A viable alternative to
conference travel is the use of video teleconferencing. This can
effectively and efficiently extend managerial and oversi ght
responsibilities while significantly reducing travel requirenents. Video
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tel econferenci ng can provi de vi deotaped records of the conferences for

| ater use by those unable to attend; serve as a permanent record of the
proceedi ngs; and provide real -tinme, face-to-face conferences w thout the
requi renent for travel

n. OUTSI DE CONTI NENTAL UNI TED STATES ( OCONUS) TRAVEL

(1) Requests for OCONUS travel will be prepared using
AMC Form 1297-R-E, Request for OCONUS Travel, (see appendix F), and
submitted to Commander, AMC, ATTN. AMCPE-P, at |east 60 days prior to
the contenpl ated departure date. Any requests not neeting this
requi renment nust include a detailed justification giving reasons why the
trip cannot be rescheduled to conformw th justified timefranes.
Requesting activities will submt all requests for OCONUS travel through
the | ocal security office to verify the traveler's security cl earance,
deternmine if any travel restrictions apply and ensure that the individua
is briefed per appropriate security regul ations.

(2) For travel to Europe, contact Headquarters, AMC-Europe via
message t o CDRUSAMC EURCPE SECKENHEI M GE/ / AMKEU- CL to determ ne if
personnel already in theater can acconplish the m ssion thereby making
the OCONUS trip unnecessary. The following information will be provided
for each traveler: name, grade, rank, social security nunber, position
title, organization, title and office synbol of the office/activity which
originated the requirenent for travel, locations to be visited, clearance
dat es requested, and points of contact at each |ocation and expl anation
of the purpose of the visit. For OCONUS travel other than Europe, the
| ocal Logistics Assistance Ofice (LAO wll be contacted.

(3) If the mssion cannot be acconplished by in-theater
personnel, maintain a record of comunications indicating the official,
of fice synbol, and tel ephone number from which in-theater assistance was
requested, and the reason why assistance could not be provided. Include
this information in Block 15 (Renarks) of the AMC Form 1297-R-E

(4) Deternine the estinated cost for the OCONUS travel and
include this information in Block 15 (Remarks) of the AMC Form 1297-R-E

(5) Ensure that individuals traveling have valid passports and
visas (if required), and that necessary imuni zations have been taken
prior to departure.

(6) Al requests for travel clearance will be initiated by
Headquarters, AMC-Europe. Upon receipt of clearance, the requesting
activity will be notified.
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(7) Travel orders will then be prepared by the requesting

activity. Travel orders for Europe will specify that travel ers nust
receive a briefing on check-in/out procedures in the European theater;
and that all AMC visitors will in-process with Headquarters, AMC Europe,

to conduct an entrance briefing with the appropriate el enment of
Headquarters, AMC-Europe. Travel orders for other than Europe wll
requi re entrance and exit coordination with the |Iocal LAO Tel ephonic
contact is sufficient.

(8) The requesting activity will notify all activities to be
visited by nessage indicating the nanme, grade, social security nunber,
and position title of the traveler; purpose of the visit; reporting
| ocation; estimated times of arrival and departure; flight nunber(s); and
travel clearance authority. An information copy of the message will also
be provided to Headquarters, AMC, Headquarters, AMC- Europe, or the loca
LAC.

(9) The requesting activity will arrange transportation
through the local transportation officer. Routing and selection of the
nmode of transportation will be per the Routing Guide for Internationa
Air Travel. The node of travel used will be the nost economni ca
consistent with limtations on time and mssion. Scheduled mlitary
airlift will be used, if avail able.

(10) If an approved OCONUS trip will not be perforned, a
written notification of the cancellation will be forwarded to both
Headquarters, AMC, and Headquarters, AMC- Europe (AMXEU-H).

0. MLITARY Al R TRAVEL.

(1) When using military aircraft, both fixed and rotary w ng,
to support Arny travel requirenments, the air travel used rmust be the npst
econom cal node of transportation consistent with the acconplishnent of
the mlitary mission. The particular aircraft to be used nust be the
| east costly one capable of satisfying the transportation requirenents.
Larger aircraft will be used only for reasons of safety, security, or
economic feasibility.

(2) Mlitary aircraft shall not be used if conmercial airline,
including charter, service is reasonably available (i.e., comrercia
airline service is available to effectively fulfill the mission
requirenent), and is able to neet the traveler's departure and arriva
requi renents within a 24-hour period if the mininmumnission requirenents
have not been exceeded and there are no additional costs to the
governnent unl ess: highly unusual circunstances present a clear and
present danger; an energency exists; the cost of using the mlitary
aircraft is less than the cost of commercial transportation; or the
aircraft was previously scheduled to performa bona fide training
m ssi on.
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p. SPOUSE TRAVEL

(1) Wthin the Departnment of the Arny, spouse trave
eligibility will normally be linted to the spouses of the follow ng
officials: Secretary of the Arny, Under Secretary of the Arny, Assistant
Secretariats of the Arny, Chief of Staff, Vice Chief of Staff, Cenera
Counsel, and CGeneral O ficers (four-star).

(2) Acconpanying spouses will travel with their sponsors on
mlitary or cormercial aircraft, at government expense, only when there
i s unquestionably an official requirenment where the spouse is actually to
participate in the function requiring the travel, or it is deened in the
nati onal interest as desirable because of diplomatic or public relations
benefit to the country. Requests for travel nmeeting these criteria wll
be consi dered noninterference (nonreinbursable) travel. Wen funding is
required to support spouse travel under these circunstances, it will be
for transportation only. Per diemis not authorized except in very
limted cases.

(3) Each event of spouse travel is to be approved on a
case-by-case basis; therefore, blanket travel orders for spouses are not
appropriate. The request for spouse travel will be reviewed by the
principal's |legal counsel prior to subm ssion for approval through the
normal chain of comand. Additionally, when the requesting official is
not assigned to Headquarters, Departnent of the Arnmy (HQDA), the request
for approval for spouse travel will also be reviewed by the requesting
official's Chief of Staff or equivalent official prior to subm ssion.

(4) Al four-star general officers are del egated the authority
to approve acconpanying travel of their own spouses on mlitary aircraft.
This authority does not extend to travel by spouses of others assigned to
the conmands of those general officers and conmanders. Each occurrence
wi || be approved and docunented by a menorandum for record on a
case-by-case basis by the principal concerned and will bear his or her
signature. Blanket travel orders for these spouses are not appropriate.
In all cases, the spouse travel will be reviewed prior to the travel by
the principal's |egal counsel

(5) Spouses are permtted to travel at full governnent
expense, including per diem when they are participating in a service-
endorsed training course. The spouse will then provide voluntary service
i ncident to such training where the Arny receives a primary and direct
benefit fromthe spouse's participation (exanple: antiterrorist driving
training).
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(6) Spouses, either individually or part of a group, are
permtted to travel at full government expense, including per diem when
performng a direct service to the Departnent such as providing advice or
gui dance as a "subject matter expert” in his/her own right when
conferring with DOD Oficials on DOD matters. |In this case, being a
spouse is incidental to the individual being a subject matter expert, and
the circunstances of travel are not to be confused w th acconpanying
spouse travel

(7) Spouses nerely attending a neeting or conference, even
if it is hosted by the DOD Conponent concerned on a matter related to the
conponent's official business, are not authorized travel at governnent
expense. Approval of spouse travel under this criteria will be
consi dered noni nterference (reinbursable) travel

g. NONI NTERFERENCE ( REI MBURSABLE) TRAVEL. Noninterference travel is
travel by a spouse, dependent, or other non-Federal traveler not on
of ficial business, when acconpanying senior DOD official traveling on a
mlitary aircraft on official business. Noninterference travel differs
from space available travel in that it is limted to travel in the
conmpany of a senior official and is reinbursable by the traveler at the
full conmmercial coach class fare rate. Such travel is not authorized on
mlitary aircraft unless all of the following are net: the mlitary
aircraft is already scheduled for an official purpose; the
noni nterference use does not require a larger aircraft than is needed for
the official purpose; official travelers are not displaced; the trave
results in negligible additional cost to the governnent and the
governnent is reinbursed at the full commercial coach class fare rate.

5. Responsibilities. a. Chief of Staff, AMC, is responsible for
approvi ng OCONUS travel .

b. Commuanders of AMC mmj or subordi nate commands (MSC) and separate
reporting activities (SRA), and Headquarters, AMC Deputy Chiefs of Staff
(DCS) and Separate O fice Chiefs (SOC) are

responsi bl e for approving CONUS TDY travel. Normal CONUS TDY travel may
be del egated to designated Travel Approving Oficials. This may include-

(1) Approving blanket travel orders which allow desi gnated
senior officials to make frequent trips away fromtheir permanent duty
stations within certain geographical linmts in the performance of
regul arly assigned duties for a period of not nore than 6 nonths.

(2) Approving repeated travel orders which allow any nunber
of separate round trip journeys between an individual's pernmanent duty
station and specified | ocations.
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(3) Endorsing of OCONUS travel requests prior to subm ssion
to the Chief of Staff, AMC, for approval.

(4) Publishing OCONUS travel orders upon approval by the
Chi ef of Staff, AMC, and notifying the Plans, Prograns, Budget and
Operations Ofice, Deputy Chief of Staff for Personnel.

(5) Providing continuous oversight of TDY travel
requi renents and actual travel acconplished to ensure conpliance with
regul atory requirenents and that travel is being conducted in a prudent
manner .

c. Deputy Chief of Staff for Personnel, Headquarters, AMC, is
responsi ble for--

(1) Devel oping overall policy for the nmanagenent associ ated
with TDY travel.

(2) Processing OCONUS travel requests fromthe MSCs, SRAs, and
Headquarters, AMC staff elements prior to submission to the Chief of
Staff, AMC, for approval.

(3) Providing technical and administrative assistance
regarding uniforminterpretati ons of the Joint Travel Regul ations and
ot her applicable travel guidance.

(4) Maintaining statistics on OCONUS travel for the Commandi ng
General , AMC

d. Deputy Chief of Staff for Resource Managenment, Headquarters,
AMC, is responsible for--

(1) Devel oping, executing, and perform ng financial managenent
of the annual Command budget for TDY travel.

(2) Ensuring uniforminterpretati on of policies established by
t he Defense Finance and Accounting Service - Indianapolis Center and U.S.
Arny Fi nance Command.

(3) Providing advice and assi stance on financial operations
relating to TDY travel.

e. Supervisors are responsible for--
(1) Ensuring that travel planning mninizes costs.
(2) Reviewing all DD Forns 1610 subnitted by their

enpl oyees, based upon full know edge of the purpose and necessity of the
trip, and deternmining that the proposed trip is essential.
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(3) Reviewing all DD Forms 1351-2 with appropriate supporting
docunent ati on subnitted by their enpl oyees for conpl eteness and
appropri ateness, signing over his or her typed or printed name in the
upper right hand corner of the form This notation indicates that the
revi ewer has conpleted the review, and where appropriate, nade
recomendati ons as to whether expenses are considered to be necessary and
reasonabl e.

f. Travelers are responsible for--

(1) Preparing and submitting DD Form 1610 as early as possible
i n advance of the proposed TDY travel

(2) Conplying with all conditions contained in the approved DD
Form 1610.

(3) Exercising the same care in incurring expenses on TDY
travel that a prudent person would exercise if traveling on persona
busi ness.

(4) Preparing and submitting DD Form 1351-2 with appropriate

supporting forns and docunentation within 5 working days after conpletion
of travel

10



The proponent of this regulation is the United

Forns) to the Conmander, HQ AMC, ATTN. AMCPE- P,
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APPENDI X A
TRAVEL VOUCHER CHECKLI ST

A-1. Review DD Form 1610 (Request and Authorization for TDY Travel of
DOD Per sonnel)

Was TDY travel actually perfornmed?
A-2. Review DD Form 1351-2 (Travel Voucher or Subvoucher)

a. Check Block 1. Paynment Required by (X one). Paynment by
el ectronics funds transfer is nmandatory for nmilitary personnel

b. Check Block 2. Type of Paynent.

c. Check Block 16. Were long distance tel ephone calls necessary?
If so, sign Block 20

d. Check Block 17. |Is |eave statement accurate?

e. Check Block 18. If privately-owned vehicle was
aut hori zed:

(1) Is reinbursenent limted to constructive comon carrier
cost ?

(2) 1Is excess travel tinme charged to | eave?

f. If travel was to a high cost area, is an AMC Form 2888-R-E
(Actual Expense Allowance (AEA) Request Forn) attached?

A-3. Review supporting docunentation..

a. Are receipts, or statenments as to why receipts were not
furni shed, attached for any item of reinbursable expense (including
single neals) in excess of $75?

b. Are receipts for car rental and | odgi ng attached?

A-4. Revi ew package. .

Has the DD Form 1351-2 been signed by the travel er?
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A-5. Annotate in upper right hand corner of DD 1351-2 to indicate
package has been revi ewed

A-6. Discuss clainms considered to be excessive, beyond the scope of the
travel order or not within the limts of regulatory gui dance with the
travel er.

A-7. Approval by the supervisor is placed in block 22 of the DD Form
1351-2. It is required on travel vouchers for--

a. Hire of a special conveyance (taxi or rental car) when
aut hori zation for the hire of a special conveyance was not contained in
t he orders.

b. Long distance tel ephones calls. There is a requirenment for
approval in 31 U S.C. 680(a) regardl ess of the nunber of calls or prior
aut hori zati on.
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APPENDI X B
TRAVEL SECURI TY

B-1. Purpose: To provide travel policy to AMC enpl oyees. These
policies are intended to use existing systems and procedure (e.g.,

subversi on and espi onage directed against the U S. Arny ... briefings)
with additional attention focused on individual travelers in a TDY,
per manent change of station (PCS), or |eave status. It is incunmbent upon

each conmmand/ agency to establish adm nistrative procedures to inprove the
personnel security of all soldiers, famly nenbers, and Departnent of the
Arny (DA) civilians traveling through or to a terrorist-threatened area.

B-2. The Arny's worl dw de presence increases the vulnerability of our
personnel and their famlies to terrorist acts. The series of terrorist
i nci dents show that DOD personnel are often singled out as targets for
attack. Al commanders nmust ensure that their personnel traveling
through or to high and potential physical threat countries are given
threat briefings and receive instructions on appropriate persona
security neasures to be taken when conducting such travel. Designated
hi gh and potential physical threat areas are those identified by: (1)
HQDA/ DAMO- ODC- CBT nessage, subject: DA Force Protection Advisory (in
AMC this listing is naintained by the security officer); (2) The Arny
Counterintelligence Center (ACIC) Mnthly International Terrorism Summary
(MTS) or; (3) The conmander given responsibility for the area concerned.
Commanders will inplenment the followi ng security nmeasures which are
intended to | ower the synbolic profile of travelers and increase the

i ndi vidual's chances of surviving a terrorist incident:

a. Limt TDY to or through terrorist-threatened areas to
m ssi on-essential travel

b. Authorize, if appropriate, reinbursenent for the purchase of a
regul ar fee (blue) passport if the area traveled to or through is
identified as a high or potential physical threat country by HQDA/ DAMO>
ODC- CBT nessage.

c. Require the use of U S. facilities for billeting and ot her
requi renents when hosting neetings, conferences, or semnars in affected
ar eas.

d. Discourage unofficial travel to high or potential physica
threat areas.

e. Require authorization for civilian clothing to be stated on
orders.
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f. Elinmnate reference to rank and military organization (titles),
when possible. Use unit identification codes or office symbols on
Gover nnent -i ssued orders and tickets.

g. Plan for and use military airlift or scheduled Mlitary Airlift
Command (MAC) flights, when possible.

h. Travel arrangenents (e.g., itineraries) wthout reference to
rank, etc.

i. Discourage carrying classified material. Send classified
mat eri al through approved channel s ahead of the schedul ed travel

B-3. Menbers of the uniformed services and civilian enpl oyees of the DOD
are authorized to use foreign flag airlines and/or indirect routings to
avoid threatened airports. Transportation officers who arrange travel
via an indirect routing or on a foreign flag air carrier to avoid threat
situations or airports should cite Government Accounting O fice decision,
57 COW GEN 519 522 (1978) as the justification for using a foreign flag
carrier. The use of this citation nust be docunmented in each case and
attached to each travel voucher. This is not authority to totally

di sregard the requirenent in the Joint Travel Regul ations, Volune 19
paragraph M2150 and Vol une 2, paragraph C2204, to use U S. air carriers
where available. Travelers authorized to avoid specific airports or
routings nust disenbark at the nearest exchange from point of origin and
continue the journey on an American flag carrier service.

B-4. To inprove the personal security of enployees traveling to or
t hrough high or potential threat areas, travelers are further encouraged
to--

a. Avoid unofficial travel to high or potential physical threat
ar ea.

b. Use mlitary aircraft or MAC charters whenever possible during
travel to or through airports not nmeeting mininmumsecurity standards.

c. Avoid wearing of mlitary unifornms on comrercial aircraft when
traveling through or to an airport not neeting m ni mum security
st andar ds.

d. Wear nondescript civilian clothing on comrercial flights, and
avoi d wearing apparel clearly of U S origins, such as cowboy hats, belt
buckl es, etc., or the wearing of distinctive mlitary itens.

e. btain witten authorization on travel orders to wear civilian
clothing when traveling on mlitary aircraft.



AMC- R 600- 2

f. Elinmnate all references to nilitary rank on docunents used to
arrange or coordinate travel, e.g., itineraries.

g. Ensure that baggage identification does not show mlitary ranks
insignia, or duty station.

h. Use US. facilities, such as basic officers quarters/basic
enlisted quarters or other U S. -approved facilities, when overnight
lodging is required on an OCONUS trip.

i. Limt the nunber of docunents in possession which confirm
affiliation with DOD. Unnecessary docunents shoul d be placed in checked
baggage

j. Avoid loitering in public sections of an airport. When
possi bl e, proceed expeditiously through security check points to secure
areas to await flight departures

k. Avoid discussing one's mlitary association with anyone.
I. Blend with other passengers as nmuch as possi bl e.
B-5. @uidance concerning passports is as foll ows:

a. Blanket approval and rei nbursenent for the use of regular fee
(blue) passports is not authorized. |If required by the country visited
personnel will travel on no-fee official (red) passports and/or on
official orders with mlitary identification card. Command-sponsored
famly nmenbers will continue to use the no-fee (blue) passport with an
of ficial endorsenment, where required

b. DA personnel traveling on official orders to/from high or
potential physical threat areas or through such airports by commrerci al
air are authorized to obtain and carry the regular- fee (blue) passports.
Rei nbursenent will be nade upon subni ssion of appropriate docunentation

c. Surrender tourist (blue) passport, when carried in response to
a general demand for identification. ConfirmDA affiliation only when
confronted directly by terrorists and explain that travel under a
personal passport is nornal and no deceit is intended.

B-6. In addition to the above, commanders will enphasize training in the
foll owi ng areas:

a. Subversion Espionage Directed Against the U S. Arny (SAEDA)
briefings - in conjunction with schedul ed SAEDA briefings, terrorism
threat awareness wi |l be enphasi zed per AR 525-13.
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b. Intelligence - personnel traveling through or to high or
potential physical threat areas nust be provided an area specific threat
briefing, to include antiterrorismnmeasures. Use Arny
Counterintelligence Center (ACIC) "Terrorist, The Wrl dw de Threat and
Protective Measures for U S. Mlitary" (latest version) supplenented by
current data in the ACCC MTS

c. Code of conduct - wartine and peacetime applicability of the
code of conduct nust be enphasized Arny-wi de. (uidance for personne
subject to travel to or through high or potential physical threat areas,
soldiers will, and civilian enployees and fanmily nenbers may, refer to
and fam liarize thensel ves with DAMO SA nessage, subject: Code of
Conduct Gui dance for Personnel Subject to Terrorist Captivity, 1914417
Jun 85.

B-7. Public affairs guidance. Information on specific nmeasures taken to
reduce personal vulnerability to terrorist acts should be protected as
"For Official Use Only." Such protected information should not be

rel eased to civilian news nedia and care should be used in publication of
such information in comrand i nformation products. |If asked about
antiterrori smneasures, Arny spokespersons should restrict their coments
only to general neasures taken and the obvious, visible physical security
measures such as barricades or increased security force
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AMC-R 600-2

ACTUAL EXPENSE ALLOWANCE (AEA) REQUEST FORM

(AMC-R 600-2)

1. FROM (Include Office Symbol):

2. SPECIFIC REASON FOR TRAVEL.:

3. TRAVELER INFORMATION:

NAME

GRADE/RANK/BRANCH

SSN

SENIOR MEMBER/TEAM LEADER

4. PROPOSED ITINERARY

5. PROFESSIONAL, TECHNICAL OR SCIENTIFIC ORGANIZATIONS INVOLVED:

6. ARE INTERNATIONAL CONFERENCES OR MEETINGS INVOLVED? YES D

NO D (If yes, explain)

7. NAMES AND TITLES OF ANY FOREIGN CONTACTS:

8. REASONS WHY ACCOMMODATIONS WITHIN PER DIEM ALLOWANCE WILL NOT SUFFICE:

AMC FORM 2888-R-E
JUL 96

C-1

{Continued on reverse)
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9. INFORMATION INDICATING THE AMOUNT OF EXPENSES WHICH MAY BE INCURRED. AMOUNT OF ALLOWANCES NECESSARY, AND
REASONS WHY NORMAL PER DIEM WILL NOT SUFFICE.

NIGHTLY LODGING COST (TAX INCLUDED):

10. SPECIAL ARRANGEMENTS (Special Government Quarters, Messes, Motels, etc).

11. POC 12. SIGNATURE OF TRAVEL APPROVAL OFFICIAL: |DATE:
COMMERCIAL:
DSN:
13. SIGNATURE OF REQUESTING INDIVIDUAL: DATE:

FAX (Commercial)

FAX (DSN)

ATTACH A CLEAR COPY OF DD FORM 1610 (TRAVEL ORDER)
AND
COPIES (IF AVAILABLE) OF HOTEL RECEIPTS FOR EACH TRAVELER

THIS SPACE IS FOR TRAVEL OFFICE USE ONLY

APPROVED DISAPPROVED

AEA CONTROL NUMBER

PRIVACY ACT STATEMENT

Executive Order 9397 and section 3013 of Title 10 U.S. Code authorize collection of this information. The purpose of this form is to obtain approval
for actual expense allowance requests. Completion of this form is necessary before actual expense allowance requests can be processed. The
personal information is necessary for proper identification of the requestor. Joint Travel Regulations require that social security numbers be disclosed
for identification purposes. The same routine uses will be made of the social security number that are made of the other personal information.

Failure to disclose social security number will preciude the processing of actual expense allowance requests.

AMC FORM 2888-R-E, JUL 96 2
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APPENDIX D
REQUEST FOR MILAIR TRAVEL
FOR
SENIOR GOVERNMENT OFFICIALS
NOTE: Senior Government Officials are General Officers and
civilian employees of the Senior Executive Service or equivalent.
REQUESTING SENIOR TRAVELER:
SIGNATURE:
PRINTED NAME:
RANK/GRADE:
TITLE:

NOTE: Signature of senior official requesting MilAir travel
authorization may not delegate signature authority.

TRAVEL DATES: : AIRPLANE —

TYPE AT
HELICOPTER __ ~
PURPOSE: s “ g b '
JUSTIFICATION: % E >
%

— __  APPROVED
DISAPPROVED

BILLY K. SOLOMON
Major General, U.S. Army
Chief of Staff

D-1
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APPENDIX E
OSA REQUEST
OJATZ
l. Uni:z/Sect=:ion = Se suppoztad: uzc
z.' Missian: (Lisc =imes it TTLI/LECAL 2ime Zar sach lccacazn)
AATS DEPART=RE RECQUIRED *SARLIZSY RBESTIIATICN DESIRED REQUIX=D
AIRPCRT SEPART T2ME DEPART TME AIRAPCRT ARRIJAL TDME ARRTVAL ToMe
& ICXO ZULI/ L LI/ L & ICRO ZULT/LC 2TLI/L

liesc deparzur= cime is the earliest time the passengers can be available 23
deparzure and musc be a minimum of 2 houss prior &o ¢
Desired arzival time musC bDe a minimum 0f two hours priox to required arsival time

(IAWd AR 95-1).

esced departures time.

If cime c=nsctraincs praclucde the 2 hourss °*window”, explain below.

3. Reason for mission and why tcimes cannoc he altered:
4. a. CCMMERCIAL AIR ALTIRNATIVE(S) :

AT= [ AIRLIME/FLT # DEPARTCRE AIRPCRT

DEST AIRPORT

| # OF PAX | TCTAL CCST/FARE |

-

Justificacion why csmmersial ais is no

b. siage: _—

S. Passeng=r manifaszc: Senizser Name :
[ sas I pras 33 w= | 322 amcz |
L I [
[ b .
- ' - |
- |
b |
! |
| 5
6. Poinc of concacs: . _
RANK/NAME DUTY PHONE AFTZR DUTY HOURS FHONE |
(DsN) (Coy) |

DEPARTURE

ARRIVAL .

NOTE: The lisced indivicdual(s) musc be able t©3 contac: passengecs befsre daparcucss

and after arzival.
of delay or cancs=llacion.

OSAC 1 (10 USC AND £0 9357)
14 DEC 1994

E-1

In even= of airc-aft/weatlisr probiems,

ee POCs will be nacgiiad
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Carso syTe:

Largesc/heaviesc icem:

a. Lengsx © b. Heigho c. Widen d.

e. Carzo handlers will be provicded ac deparzure= and arsival locacion to on and
QfZ’lscad cargo: (o YEs - NO D M\A

£. Special cargo cerctificacion/handling, requiremencs have been mec:

Selecz the appropriace stcacement thac applies co your mission requesc:

p— The undezsigned cerzifies thac the requesced missian is an emergency airlifc of
eligible personnel/cargc that i3 in direscs Suppert of cperacional forces, =
for lifesaving purzoses, or in support af rasquired use passengers. This mission
cannoc be sacisfisd by any othier mcde of c—avel. °

Weight

— <> uncersicned cearcifies thac the T=guescad mission is use
aizlizZz aof eligisle personnel/cargo and thac schecule or Geliivesy conscraincs
ars such that the mission cannoc be sacisfiesd other mode of cravel. It is
fusTher certified chac commerical tzavel schedules have been checked and do not

mission

meeC the cTitical requiremencs of chis .

J—| The undersigned cemrrifies that the reques:ed mission is an official business
airlift of eligible personnel or cargo. It is further gertified that commerical
travel schedules have baen checked and do meet the Fequiremencs of this misgion.

RECUESTCR:
SIGNATURE

PRINT/TYPE NAME/RANK ’
CORGANTZATION/DUTY PHONE 1

ADOTHORIZING OFFICIAL:

SENICR FEDERAL TRAVELLER (SIGMATURE MAY MOT BE OELEGATED) :
SIGNATCTRE

PRINT/TYPE NAME/RANK

CRGANIZATION

E-2
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REQUEST FOR OCONUS TRAVEL PATE:
(AMC-R 600-2)
THRU: TO: FROM:
NAME (Last, first, middle initial) SSN GRADE POSITION TITLE
CITIZENSHIP DATE OF BIRTH PLACE OF BIRTH PASSPORT NO. PSPTISS DATE PLACE PSPT ISSUED SCTY CLNC
ORGANIZATION & STATION AREA CODE & OFC TEL NO . AREA CODE & HOME TEL NO.

CHECK IF APPROPRIATE

TRAVEL AT INVITATION (COPY ATTACHED) OF:

TO WHOM?

TRAVEL DIRECTED BY: AMC (Office Symbol):

DA (Office Symbol):

HIGHEST CLASSIFICATION:

CONFERENCE TRAVEL (DOCUMENTATION ATTACHED)

AMC-R 70-13 APPLIES

SERVICE CANNOT BE PERFORMED BY PERSON(S)
PRESENTLY IN THEATER

PROVISIONS OF AR 381.12

INDIVIDUAL HAS RECEIVED PRE-TRAVEL BRIEFING UNDER

CLASSIFIED MATERIAL WILL BE DISCLOSED

RELEASE DIRECTED BY: (Document or regulation)

D CLASSIFIED MATERIAL WILL NOT BE DISCLOSED

Continue following items in REMARKS. Identify each item by number

1. VISIT IS WITHIN PURVIEW OF AR 1-40 .
(Justify late submissions in REMARKS)

PARA

2. TRAVEL IS EXEMPT FROM THEATER CLEARANCE.
AR 1-40 OR AR 34-1 APPLIES.

3. VARIATION AUTHORIZED IS REQUESTED.

4. SPECIAL CONVEYANCE (Justify in REMARKS)

5. EXCESS BAGGAGE LBS

(Justify in REMARKS)

6. MODE OF TRANSPORTATION IF OTHER THAN IAW MTMC
ROUTING GUIDE FOR INTL AIR TRAVEL {(Justify in REMARKS)

7. FUND CITATION

8. DEPARTURE DATE 9. LENGTH OF TDY

10. ANNUAL LEAVE?

[wl ] ows

YES

11. ITINERARY: (Specify comds, units, fgn COML indiv fgn mil activities to be visited. Under PERSONS TO BE CONTACTED include name, grade, title, and telephone number)

DESTINATION

OFFICE / INSTALLATION DATE AND APPROX TIME

PERSONS TO BE CONTACTED

FR:

TO:

FR:

TO:

FR:

TO:

FR:

TO:

FR:

TO:

FR:

TO:

FR:

TO:

FR:

TO:

12. PURPOSE AND AUTHORITY FOR TEMPORARY DUTY AT EACH TDY POINT (Continue on reverse)

AMC FORM 1297-R-E
JUL 96

PREVIOUS AMC EDITIONS WILL BE USED UNTIL EXHAUSTED

F-1

CONTINUED ON REVERSE
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12. PURPOSE AND AUTHORITY FOR TEMPORARY DUTY AT EACH TDY POINT (Continued)

13. D LOGISTIC SUPPORT DESIRED (Transportation, hotel accommodations, etc.)

14. D UTILIZATION OF EXISTING GOVERNMENT FACILITIES WILL ADVERSELY AFFECT THE PERFORMANCE OF THE ASSIGNED

MISSION (U4400, VOL 1, JFTR) (MIL PERS ONLY) (Justify in REMARKS)

15. REMARKS

16. APPROVING AUTHORITY (Typed name, grade , and title)

17. SIGNATURE

AMC FORM 1297-R-E
JUL 96

PRIVACY ACT STATEMENT ON PAGE 3
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DATA REQUIRED BY THE PRIVACY ACT OF 1974
(5 USC 552a)

TITLE OF FORM: PRESCRIBING DIRECTIVE
REQUEST FOR OCONUS TRAVEL AMC-R 600-2
1. AUTHORITY:

Executive Order 9397 - 22 Nov 43 Social Security Number;
Title 10 USC 3013 all other personal information.

2. PRINCIPAL PURPOSES: To obtain theater/area clearances for proposed OCONUS TDY visits and authorize TDY orders for approved visits.

3. ROUTINE USES: Prepare request for theater/area clearance and issue OCONUS TDY travel orders. Form is retained in file and destroyed in 2
years.

4. MANDATORY OR VOLUNTARY DISCLOSURE AND EFFECT ON INDIVIDUAL NOT PROVIDING INFORMATION:

Completion of this form is necessary before theater/area clearances can be obtained and OCONUS TDY orders issued. The personal information is
necessary for proper identification of the requestor. Joint Travel Regulations require that social security numbers be disclosed for identification
purposes. The same routine uses will be made of the social security number that are made of the other personal information. Failure to disclose
social security number will preclude the issuance of travel orders.

AMC FORM 1297-R-E Privacy Act Statement - 26 Sep 75
JuL9s 3
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